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	Revision Number
	Date
	Comment

	
	
	

	
	
	

	
	
	

	
	
	


[Charter Instructions:  Information in brackets is instructions on how to complete the sections and should be deleted once they are addressed.  If this project is the result of a C2 appropriation, much of this information was presented in the project’s Full Business Case and can be reused in this document.  Also, much of this same information such as the project and product deliverables, appropriations, estimated project by deliverables can be used in the development of your certification documentation.]

1. Project Background
[Provide a description of the project that includes the business need, the proposed solution (Electronic Document Management System (EDMS), Information Technology Service Management (ITSM), Grants Management, etc.), technology type, (commercial off the shelf, software as a service, a custom developed solution, etc.) and any professional services, such as Project Management, Business Analysis, Independent Verification and Validation (IV&V), etc., or other items required. Include the project methodology (Waterfall, Agile, or other) and if the system being considered is a hosted solution.]
[If the solution is hosted outside of the State’s Data Center to include but not limited to (websites, cloud service. Software as a Service, Infrastructure as a Service, and Platform as a Service), please obtain a copy of the System Hosting Evaluation Questionnaire at https://www.doit.nm.gov/programs/epmo/ to assist with planning and preparing for the Certification and Exception Process. The Questionnaire must be completed and approved prior to the Implementation Phase.]

2. Objectives, Outcomes, Key Performance Indicators
[Use the following table to list technical and/or business objectives, the expected outcomes and/or deliverables, and the benefits and/or key performance indicators.]
	Objectives
	Outcomes
	Benefits

	
	
	


3. Scope of Work, Deliverables and Schedule Estimates
[Please replace the text within the brackets with a high-level scope of work.  Then complete the table below with project and product deliverables, estimated due dates and phases (Initiation, Planning, Implementation, Closeout) in which the deliverable is scheduled.]
	Project and Product Deliverables

	Deliverable
	Due Date
	Project Phase

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. Appropriations
[Complete the following table with the funding available for the project.  If this is a C2 funded project, enter the funding source as Laws 20XX, Chapter XX, Section 7 (XX), replacing the XXs with the specific citation from House Bill 2.]
	Appropriations 

	Fiscal Year
	Funding Source
	Amount

	
	
	

	
	
	

	
	
	

	Total Appropriation:
	


5. Estimated Project Budget by Deliverable
	Estimated Project Budget 

Do not include maintenance and operations.

	Comments: 

	
	Description
	FYXX
	FYXX
	FYXX
	FYXX
	Total

	Project Management

Services
	
	
	
	
	
	

	Business Analysis Services
	
	
	
	
	
	

	Implementation Services
	
	
	
	
	
	

	Other Services
	
	
	
	
	
	

	IV&V
	
	
	
	
	
	

	Hardware
	
	
	
	
	
	

	Software
	
	
	
	
	
	

	Internal Staff

(Only include staff charged to project funds.)
	
	
	
	
	
	

	Total:
	
	
	
	
	
	


Note: Fiscal Year (FY) references the State fiscal year, which begins July 1 and ends June 30.
6. Project Timeline

[Please provide a high-level milestone timeline.]
	Phase
	Planned Start Date
	Planned End Date
	Milestones

	Initiation
	
	
	

	Planning
	
	
	

	Implementation
	
	
	

	Closeout
	
	
	


7. Project Authority and Organizational Structure

7.1 Stakeholders
[Include a list of internal and external stakeholders impacted by the project.]  

	Name
	Stake in Project
	Organization
	Title

	
	
	
	

	
	
	
	

	
	
	
	


7.2 Project Governance 
[Include a diagram of the project team’s structure including project owner, executive steering committee members, project manager and project/technical/business teams.  Include names,  titles and project roles.  If the role is not yet assigned, enter TBD.]
7.3 Project Manager
[Include information for the lead project manager.]  
	Name
	Organization
	Phone Number
	Email

	
	
	
	

	Project Manager Experience:  


8. Risk Identification and Mitigation Methodology
8.1 Methodology Description
[Please provide a brief description of your risk management methodology.]

8.2 Initial Risks

[Please identify initial risks related to the project.]  

Risk 1 Description: [Risk Name]
	Probability: [Low, Medium, High]
	Impact: 
[Low, Medium, High]

	Mitigation Strategy: [Describe planning and actions to prevent risk from developing into an issue.]

	Contingency Strategy: [Describe response should risk develop into an issue.]


Risk 2 Description: [Risk Name]
	Probability: [Low, Medium, High]
	Impact: 
[Low, Medium, High]

	Mitigation Strategy: [Describe planning and actions to prevent risk from developing into an issue.]

	Contingency Strategy: [Describe response should risk develop into an issue.]


9. Independent Verification and Validation (IV&V)
[Identify which project/product areas will be included in the project’s IV&V contract by typing in Yes for those that will be included and No for those that will not be included.]
	Project/Product Area
	Include: Yes/No

	Project Management
	[Yes/No]

	Quality Management
	[Yes/No]

	Training
	[Yes/No]

	Requirements Management
	[Yes/No]

	Operating Environment
	[Yes/No]

	Development Environment
	[Yes/No]

	Software Development
	[Yes/No]

	System and Acceptance Testing
	[Yes/No]

	Data Management
	[Yes/No]

	Operations Oversight
	[Yes/No]

	Business Process Impact
	[Yes/No]


10. Project Charter Agency Approval Signatures

	Title
	Signature
	Date

	Executive Sponsor
	
	

	Business Owner
	
	

	Project Manager
	
	



